: ' 0 £
APPLICATION FOR RECORDS RETENTION SCHEDULE DA T NT I R AT
RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76-RM~1 for instructions an completing this form. Forward signed original to

Department of Archives and Hlsfory, Records Management Division, 330 Capitol Avenue, Atanta, Geerg:a 30334
Attention: Scheduhng Section. ' i

FOR AGENCY USE 1. Agency Address ; - j FOR RECORDS MANAGEMENT USE
Appiication Date Georgia Ports Authority o Application Number
Operations Division , ‘ .
—11220-78 - Post Office Box 2406 ' 79 1O
Application N"Tb" Savannah, Georgia 31402 | 3;‘; R?é“?grg Data Completed
a — — . |FEB - 5 1979
2. Person to Contact | Working Title , P _Telephona Number
Sandra Jones Opera+|ons Manager 964-1721, 289

[ 3. Action Requested
3. @ Estaoush Retsntion Schedule: record wiit continus to accumulate.
b. (O Dispose of present acwmulauoq- no further accumulstion anticipated.

e. _£] Amend Application No Check One: (] Change; O Su gerceda 0 Void
4. Dates of Series 5 Records Serias Title {fallowed by title used in office; ffd:fferent} '

Earliest Latest
1964 | To Date Truck Reports File
6. Division and Offica Function What is the function of the Division and the Office in which this record series is created?

The Director of Operations assists the Executive Director in the managertal functions of the
Georgia Ports Authority and is responsible for the operations of the Savannah State Docks &
Warehouses - Garden City Terminal and Ocean Terminal, Savannah State Docks & Railroad Company,
Augusta State Docks - Barge Terminal, Bainbridge STaTe Docks - Barge Terminal & Brgnsalck
State Docks & Warehouses. He also handles the function of leases, including negotiating
leases for all divisions of the Port Authority, and with commercial and industria! concerns
for use of space provided by the Georgia Ports Authority.

The Office Manager in which this file is created superV|ses the work of the warehouse,
billing, import and export department, analyzes ships' schedules, coordinates the processing
of all paperwork with field divisions, Insures that all paperwork is properly prepared and
careful ly balanced and verified against documenfaflon received, facilitates expeditious cargo

7. Record Series Ducriptioa This file contains the fotlowing’ docurmnts (include form numbers and titles, if any):

- Attach samples of the file.
Documants relating to: - loading and unload:ng cargo.
Included are: Forms indicating talley. number, cosigner, destination, carrler quantity,

commodity, called, due, arrived, departed, elapsed Ttme

File is arranged: - Chronological ly

8. Manthly Reference Rate How often ara records referred to which are: T ' T
One to six months old >~ 10 ; Seven to twelve months old 3-4 ; Thirteen to twenty-four months old 1-2 ;
twenty-five months and ofder__0____ ? -

9, Annual Rate of Accumulation of Rerards _ ) ;
Letter-size drawers ; Legal-size drawers e ; Shelves ; Other (specify) 2 _boxes per year

AR—80—71; Rev. 78 ) , . (Over)




YES | NO | 1(

0. Questionnaire __ (Place an X’ in the proper column)

a. Is this the official copy of the series?
if not, where is it?

be Does the sarics contain innﬁdential ihformatfon requiring security handling? If yes, cite law or reguiation.

¢. Isthisa \ntal record? : ; &

d. Does this series have historical or long term research value? : N -

e. When one or two documents in the file make it necessary to keep the entm file for a long per:od could these
documents be schedyled saparatety?

$ is Ih! Inigl:manﬁﬂ Qﬂnﬁlﬂﬁd m mii sg;ig: ayer m;b";bgdz l yes, anagh oY, -

g. !s the information contained in this series ever analyzed and/or recorded in a summannd report?
If ves, attach coov,

h, Is there a duplication of this series in your office, or in another offica or agency?

]fng}_Shj s file. 7 7 . 7 -

X

L _Lsshis saries (or 2 maior portipn of jt) regulariy microfilmed?,

X

L. Does the record series resuit in a comouter printqut?

a. State

b. Statute of limitation D years. e. Administrative need
¢. Federal law ' : - years, . Federal retention instructions

11. Retention Requirements The following requires the saries to be kept:

Law years. d. Audit period

years.

years.

years

Attach copy or excerpt of laws or regulations. Explain administrative need.

: O Other

& Hold in the current files area e
'; & Transfer to local holding area, hold ____2_____“3,-(,), um. +ransfer Yo dead sforage ho Id 2 years
| O Transfer to Stats Rewrds Cantar' hold. o : : .

& Destray.
I O Transfer to State Archives #or pormanent retention

Thess instructions apply to ail prior and future accumuiations of the _sarias.

12 Annf;;ea Disposm;; Inﬁtrubtioﬁ: This agency rscommends that the fnte saries be cut orf at the and of each

i SR = Calendar‘(ear‘ o F:sﬁl 'rear- ] Other . : . : then, )

month(s) year(s); then

year(s): then

(Specify)

| Agency Head/Desi

ssignes i_mature} Date Records Managg:ﬁe’nt Officer {Sghamm) N

Dat.

Rscommendations in para-

é/ /tor) 9 gd/uﬂ—z/ \)%77(}7&% yg /'/ﬂ"7§
e “f

—__ Stats Records Committes (Signature/

Date L

| of expfanation.)

graph 12 are approved, State _Qudifur/Designee ik JC—-»/&_/\
(If disapproved, attach /etter

2 - /-—'7?

&M%aumesigm oot ) Flari~

-3/-79

Attornav General/Desicnes //M %/k_,w

217f



